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MANAGERENT

1. GENERAL

This Notice establishes a continuing program for improving reports
and reporting systems, and preventing nonessential reporting.,

2. DEFINITTIONS

8. Report An account or statement:of information in written narra-~
Tive, tabular, punch card, or graphic form, transmitted from vne
organizational element to anothey in response to an expressed or
assumed need for information. h

(l) Administrative or Managewent Report . A report that provides
for aduinistrative or managewent control over an activity or
operation, as destinguished from an operational or intelligence
rexort.

(2) Recurring Report. A report for which there is a standing
requirement for its submission. It may be either a perindic
report snich conveys essentially the same type of inTormation
at prescribed intervals (daily, weekly, monthly, etc.), or a
situation report which is prepared on each occurrence of an
event of certain prescribed characteristics (e,g., report of
an accident),

(3) ne-Time Report. A special report required one time only. A
new direotive must be issued eack +ime such a report is
re;ulred,

(4) Fezder Revort, 4 raport which suppiles data needed to prepare

another repors.,

(5) Voluntary Report. A report submitted voluntarily to fill an
assumed or known need for information.

(6) Internal Report., A report submitted solely within a DD/S

CiiTce 87 §TaTT.

(7) External Report. A report required from, or prepared for,

any organization outside a DD/S Office or Staff.

b. Reports Management Officer. An official regponsible for an
Office or Staff reports management program,

C. Report Tirective. The written requirsr <t and instructions for
making o riport,

d. Requiring Component . The component which issues the report
directivey This wéTinition also includes those components which
prepare voluntary reports.
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Reports Control Swvmbol, An ldentifyine sywbol assipned to an
approved requirement Tor a report. A symbol is composed of a-
prefix indicatingy whether the requirement is for an external or
internal report, the abbreviation "Rep" for report, and the
numerical desirnation of tle reportins requirement. The prefix
"8" for YSupport" shall be used to ldentify external reports,
€.0., S-Rep-l. /n internal feeder report shall hear the same
sywbol ms that aseigned to the hasic requirement hy hisher echelon,
except the orranizational desirnation of the subordinate component
colleeting the data shall be included in the syubol prefiw, e.~.,
S-LO~Rep-1. Sywbols for all other internal. reports shall he in a
separate series for each OfTice or Staff. The rrefix will te the
orranizational designation of the reguiring component; numerical
designations will be assinned in consecutive order as reportine
requirements are gpproved, e.g., LO-Rep-l, LO-Rep-2, etc, Symbols
Tor one-time reports will include the letters "OT" in parentheses
after the nuwerical designation, e.z., LO-Rep-k (0OT)

PROGRAM ADMINISTRATION AND SCOPE

All components under the DD/S shall participate in the procram

on a decentralized basis. That 1s, each Office or Statf is
responsible for esta»lishingy weasures to control and improve
internal reports and to coordinate requirewents for external
reports with the Management Advisor for Reporis, Management Staff.
Such coordination will provide each decentralized prorran with

top-level support and wanapenent asgistance, and ensure that eoverall

obJjeetlives of the DD/S program are realized. The Manarewent
Advigor for Reports end the Office and Staff Reports Manarewent
Officers will couprise a panel to resolve reporting problews of
mutual concern to all components.

With the erception of the types of documents listed in Attachment
1, each Of'{ice or Staff program shall cover all sdministrative
or management reporis, elther recurring or one time:

(1) Submitted internally between divisionsand staffs.

(2) Received Trow or submitted to other headquarters components,
dowestic or overseas fizld installations, or orranizations,
Federal or private, outeide the Apency.

Controls over interna® reports subwmitted across orpanizational

lines below the division or staff levzl may be established 1if

considered necessary by an Office or Staff.

POLICIES

Repert Directives, Requirements for reports and rescissions
thereof shall be stated in writing.

Iseentiality, Reports shall be required only to collect essentia?
information, as distinet frowm that which is merely interesting or
informative.,

Duration and Trequency. Reporting requlrenents shall be continued
only as lon~ and subuifted only as frequently as circumstances
dictate.
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Consolidation. Related reports in the sawe subject matter
area snall be consolidated wherever possible,

SBummarization., Reports shall be suumary in nature insofar
as pracvlcable, and devold of unnecessary detail.

Iconomical Procedures. Reporting procedures shall be as simple
and direct as possible, Existing basic records shall be employed
as sources to the fullest extent. irlethods of preparines and trans-
witting reports shall be the wost economiecal consistent with the
end use of the required information, Reports that are self-
identifying shall be Fforwarded without transmittal corresvoadence,

Creation Control. “he Tollowing confrols shall be maintained;

(1) =Each proposal to establish or revise an internal report shall
be approved by the Office or Starf Geports Manoerment Officer.
BEach proposal to establish or revise an external report shall
be coordinaved with the Managewent fdvisor for Reports, Manarement

Staff .

(2) Dach approved requirement Tor a report shall be assiged a
reports control sywbol. Reporis exempted from cortrol shall
he s0 identified. Reports control sywmbols or exenption state-~
ments shall be cited in repor+t directives and in reports sub-
wmitted accordin~ly. Personnel recelving a report dilrective
which does not cite either a reports control sywbol or an
exemption clause shall so notify their Reports lana-ement
Officer and defer complying with the directive pendine
notiiication that the reporting requlrement has been approved
by appropriate authority.

(3) Tristing sources of information shall be publicized throush
published lists of current reporting reqivanents, Attachment
3 is the current list of approved reguirements for external
reports. Ary requirewents in effect upor the publication of
this notice, but which are not listed in Attachment 3,are
lovalld, Cowponents in receipt of sueh requirements shall
notify their respective Reporis lManasenent Officer and defer
complyins with the reguirewents pendins notification ikat
they have been gpproved,

Reappraizals. Ixisting reportinge requirements approved in accordence
wiEh ThiZ T6Tice shali be reappraised at least annualiy. New or
revised rcoquirewents shall be reaporaiszed initially within three
montins after submission of the fivst report and amually thereatisr.

RESPONSIBILITICG

i

The Manapewent Advisor for Reports, ianazerent Staff, shell:

(1) Direct and coordinate the overall prosraw by providine staff
ruidence and all basic plans, policies, and procedures,

(2) Collahorate with requiring ccwponents 1n developin: and estohlic: .
ing requirewents for external reports, and whenever practicsl,
coordinate such activity with components which will be regporsi e
for preparin: reports.

(3) Reconcile disagreeuwents over requirewenis for reporits bhesweer
requirin: and preparing cowmponents. Unreconcilable issues
shall be subidtted to the DD/S for a deteruination.

. 3
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(4) Assirn reports control sywbols to approved reguirements for
,nerJal reports.

(5) Conduct studies and reappraisals of,maintain records on, and
publigh lists of requirements for external reports,

(6) serve as Chailrwan of the DDP/S Reports Management Panel.

Fach Office Director or Staflf Chief Shall:

(1) Tnsure that an sctive program for controlling and improving
: reports 1s carried out within his organization.

(2) Desi-nate an officlal to serve as Reports MHanacement Officer
for his comvonent. The nawme of thls official shall be furnished
the lManagement Advisor for Reporis, Management Staff.

Each Office or Staflf Reports lanarement Officer Shall:

(1) Review and approve requirements for internal reports, and
coordinate requirements for external reports with the Manasement
Advisor for Reporis, Manarement Staff.

(2) Assinn reports control syuwbols to apnroved requirements for in-

ternal reports,

(3) Conduct studies and reappraisals of, maintain records on, and
publish lists of requirewments for internal reportis.

(4) Serve as a voting wember on the DD/S Reports Manasgewent Panel.
PROCEDURES

Request for Aporoval of a New or Revised Repcrilng Requﬂrement.

Any proposal Lo eELADLIBEN Or Tevise a réporting requircment shall be

subnitted to the approvrlate Office or Stall Reports Manasement Off '
The orizinator shall subwmlt the Tollowlns material:

(1) An original and one copy of Form No. 142 (Attachwent 2).

(2) Ao ori~inal and ond® copy (in craft Torm) of the proposad
repory directive, lncluding all forwus, instruectlons, and
procedures proposed o he issued.

(3) Any additional supporting waterial thet will assist approving
officials with their review.

If vhe proposal concerns an externs! report, the Records Menapement
Officer shall place his recocwendations on a copy of the Torm Ho., 14&
suhnitited to him, and forward 1t with 2 copy of all supporting
material to the lManarscwent Advisor Tor Heports, Management Staff.

L
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issulng a diroquve which initiates, revises, or rescinds a
reportins requireuent, the oririnator shall forward a copy of the
directive to the leports Manaserert Officer of his couporent. A
copy of all new directiives havin, a bearing on external reports
shall also be Tvrnished <the Manarenment Advisor for Reports,
lana tement Staff, by the appronriate Reporis Manaseuent OfTlcer.

Deputy Director
(8upport)

ATTACIMTNTS 5
1. Types of Roports and Documents
_ Txempted from the Prosram
2. Forw To. 142

3. ist of Apvroved
DD/S Reportin:g Requirements
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